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Lo ‘ ' ¥l sontral mﬁ dtatistical -eporting irocedures

in the Fecurity fdvisiom of the Wt&m spd Becurity ffice.

i, In cmtim vith the procedursl c.rve; that is being umde of

' the Inspection and Jecurity “ffice, a speciel stud: was cooducted
of the cese coutrol end statisticsl repurting procedures in the )
security Civislon. This phsse of the swve; was Lsie et the B
reguest of the leputy Security fficer, CIA, to detersine the o
sossible application of punched-card aethods in order to siwplify
the cese contrrol procedures and to facilitate the prod ction of
statisticel reports in the Inspection and Security ffice. Also
at the recuest of the Assistant veputy Bdrector (Achiniatratim - -
General} an analysis was made of the reporting procedures
pertaining to sec.urity clesxunces in the Persomnel ffices,:
“achine ‘ecords %rench, Adninistretive Uervices Office, and
Inspection and Sec.urity Uffice in order to obiain consistent
aonthly statistices frou thoee Offices.

2, Iaged on thiz enalysie procedures for ren.esting and revo:ting
sec.rity clearunces were developed and Llspleemted in accosdance
vith a secorendun dated 1¢ August 1951, to the Personnel irector,
Chief, Administrative Services, end Assistant leputy (Inspection
and Jecurity), from the Advisor for smnezement, sl ject: Procedure
for ‘eeuesting and beporting Security Clesrances. These yrocedures
have zolved sany of the reporting problems, liowever, difficulties
still oecur which recuire considerable expenditure of sioe and
effurt L) persoonel of the Jifices concerned to effect reconcilise
tion of the monthly eecurity -clearsnces statietics. Iao this
connection, the walidity of the Ivepection and Security sec.rity
clearance records has beem accepted. The reconciliation difficulties
vhich have Leen encountered could be elizinated if the mchine
~ecords 'gench received the necessar; source documents directl:
mlusimtm&ocmtemamrefmctwemmtan
' received and put into process by I1.5.

3. An outline of the ;resent manual procedures end proposed punched-
card procedures in the Security Livision, Inspection and security
Oftice, pertaining to the case control end statistical reporting
of applicant type cases follows:
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() e two 3x5 Fsferwsce Sligs ave placed ia
alphabotical arder in the files.

(v) Is owder to cdtain the statistics for items 1
through 5, 10, 11 and A8 of the momthly report
(Babibit 7), the following actions are tahen:




Approved For Rﬁse 200107122 : CIAREPET=0 0042A‘zoo1'ooo14-2

{2) The woi: sheet is used to prepore a datly
report (lahibiv ),

{3) At the end of each wonth the wors sheet ic
mdtommthemtm,, regort.

Yo Proposed Punched-Card Procedure {See :low Chart - Lxhibit A)
{1) Control and Assignment of Security “ile usbers

{a) -equests for Becurity Clesrunce will ‘e initiated
by the OSvert end Covert Fersommel Iivisions throwh
the use in duplicate of Form Ho. 37-14, ‘ecwet for
Security Clemarance. The nsme of the individ.sl to
e clesred wiil e ta.en froa the Fersomal bistory
ctatesent to sss e the proper spelling of the
individual's name.

() One copy of the orm will e sttached to the Versonal
Histor; Ststement and forvarded to the reproduction
idvision, Administretive Servicee “ffice, ir sccordance
with the procedures outlined in a merorandu to the
Personnel Director, Chief, Adninistrative Services,

- and Assistant Deputy {lospectior end Security),
eubject: Procedure for .outing end ‘rocessing ‘ecw ity
recuests, dated 2C .uly 1951. the secomd copy of
the Fors willi Le forwerded to the Contrel Cler:,
Inspection asd Security (ffice who will recard its
receipt Ly underlining the proper re-usst nusber
shoun on & request number control sheet. All “second”
copies will be held in pumerical secuence nutil the
corresponding "first” copies togetber with origlnsl
and photostat coples of the Personal iistory State-
ment, are received from the =zeproduction IMvisiom.

(c) tpon receipt of the Forss anf the Personal History
Statements from the “eproduction Division, the
tequest Mumbers will Le recorded by dravisg & line
rough the 'equest Fumber effected on the [eruvest
Tusber Contrel Cheet. A review of the eauest
Rumber Control Sheet will indicate at ell tises sny
aissing ‘equest Yormus, and the puzber of Ceses in the
‘eproduetios Division. Any differences in the count
of the nwiter of Cases forvarded to the Inspection
end Security ffice by the Fersomnel Uivisions and
Cases opened by the Inspection and Security Orfice
sy alse be reconciled through the .me of this control
record. . :
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{4)

{e)

(1) Bome Check rile Cord (:abibig I). (This
- Card will mlm the present Chaindex
w.}

(2) Hachise Zecords Brench card (xhibdiy I).
{this Card will be used for the sschine
recuds Jyench secupity clemrences file
ard €0 automatically prist the mmos end
security file asder o Yorse Ko. 38-62,
feference Index im I302,)

The punched "Case Control” Cards will be filed
alghmbetically in the “Case Comtrol” file.

As actions oceur on each Case, the “‘ase Control”
Card will de pulled frow the file end the actica
VA1) be pmched 43¢0 ant peisted oo (e and Vih
Soclude: '
(1) Iavestigstion Actiom

(8) Iuvestigesion Fecility

{p) m. Fervarded

{g) Sate Closed |

(d) How Closad

(2) Tope of secwrity dtaiset
(2) Clesrumces Grmnted

{a) Provisiomel

. L Type

(%) - Limited

1 imte

{3) Cese Closed
{a) rissl Actico
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{(b) Zrrors due to & difference in the spelling of the
g of individuals beling cleared will be
elinlisated. This difficulty now results frox
IS apd “echine “ecords iissch prepering records
from two different souwrce documents. Coryections
in nsae spelliing found Ly iS5 through their nane
chac: cperetions ere not reflected in ‘ochine
ecords french files under present procedures.

{c) Thirtyeseven columns of information punched in the
Case Control Card are alec punched in the -achine
records Branch Cards. By using the duplicate Card
prepayed by 1.8, approxicately alf of the “echine
‘ecords Dranch ey punching time will Le ssved. :

{8) It will de & definite adwantage in the reconciliation
-of comthly reports prepesred by mchime ‘ecords S“rench
to bave the Security File Nusber punched in the
Haching ecopds Cyanch Cards. In case there is &
differesce between the totals obtained from the
“achine ecords Ersnch snd 1 0 Cards, it can be
auickly recoeciled by asutomatically matching the
two sets of Cards by Case Humber. This operetion
wvill serve as & contycl over the completeness of

(L) Costs and Savinge
’fhemﬁetmmtmgm;’mm-mdmmun

be less than the present mznual procedure es evidenced
by the following table of the ma'or items of coete.

1. “achine Costs 1. dachine Costs
a. Ione - ' a. dental of 1 irinting
| Punch §55.00
2. Suppliss : 2. supplies
a. 700 Chaindex Tabs  $3.15 . 8. 700 IB Carde 70
b. 700 Fsafold ¥orme 846 b. None
c. 700 Case Cantrol Cards ; 2.20 o c. 1200 I51 Cards ~
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4. Pile Case Costwel
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m‘mmbcm
£. Slinioated
8- Hiiniaated
3. Elinizated

2. Type Femtord

6 Post Fesfold

b File ant Disteidute
Fenfold

$. Actommtic
3. File Refwrence

a8k A48 8 ¢ o

k. Maliteln fally Coumbe 30 | kB
S Poupws Dadly ed 2. Sone

o Dakly wmt iy  m Auteastic
. Cangute Buber fegs 15 o Mubcumtic
Towd Clerks 2.2 Total Clerte 9
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On Whe hasls of the shove caste, cvings of (05C.37 & Bmtd o 3,835k o Jear
would bo yenliged. o
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{(£) The mmes asd sscurity file mmbers show an

£

of Canse @B &
wiil be provided.
(1) Wﬂwmwh
(3) im ewbenntis news will Yo for smiysieg

Sunlosusse’ ngmt.:,c,:.u,y.u.
: #




